
 

   

 

 

Additional support information for submitting applications to register accountable 
persons 

 

 D2A Guide for Submitting ARF 550.0 is provided in Appendix 1. 
 

 Common BEAR submission errors to avoid are listed in Appendix 2. 
 

 Naming conventions to be used for BEAR documents are available in Appendix 3. 
 

 A guide to using SecureDoc and SecureDoc Technical FAQs is provided in Appendix 4. 
 

 Entities requiring further guidance regarding the BEAR registration processes can contact 
APRA by email at DataAnalytics@apra.gov.au. 

 

 Entities requiring technical support for SecureDoc, including adding or removing 
individuals’ access to the BEAR folder in SecureDoc are to contact APRA by email at 
DataAnalytics@apra.gov.au. 
 

 Entities requiring further assistance with these BEAR guidelines or in response to requests 
for additional information should contact the responsible supervisor. 
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Appendix 1   D2A Guide for Submitting ARF 550.0 

 

Initial Submission (BEAR Baseline Return) 

Entities must submit the BEAR Baseline return via D2A by 14 June 2019. The BEAR Baseline 
return will be available to submit from 20 May 2019 and we encourage ADIs to submit as soon 
as you have received draft feedback from your supervisor and are ready to submit.  

These following instructions are for the initial ARF 550.0 submission: 

1. Open D2A. 

2. Enter your security details (AUSkey details).  

3. Open the ARF550.0 form, complete, and validate the return.  

4. If any errors are detected, a pop-up box with the error details will be displayed. Correct 

all errors displayed. 

5. From the file menu select ‘submit’, or click the ‘submit’ icon in the toolbar.  

6. Enter your security details (AUSkey details) and click ‘OK’. 

7. If no errors are detected during the submission you will receive a reference number.  

Please keep a note of this reference number. 

8. Click close.  

When the data has been received by APRA, a confirmation email is sent to the e-mail address 
registered to your D2A installation. You can check the registered email address in D2A by 
opening the about window in the help menu.  D2A needs to be re-installed to change this email 
address. 

Resubmissions made until 14 June 2019 (BEAR Baseline Return modifications)  

After the initial submission, if amendments need to be made to the information provided, the 
Baseline Return can be resubmitted up until 14 June 2019. The ability to amend a prior 
resubmission will cease from Monday 17 June.* 

The following instructions are for resubmitting the initial ARF 550.0 form provided under the 
BEAR Baseline Return: 

1. Open D2A. 

2. Enter your security details (AUSkey details).  

3. From the tools menu select ‘get data’, or click the ‘get data’ icon in the toolbar. 

4. Enter your security details (AUSkey details) and click ok. 

5. In the return chooser, select the ‘BEAR Baseline Return’, select the last submitted ARF 

550.0 form, then click ‘download’  

6. When the download is complete, you should see all the information submitted so far. 

click ok 

7. Make the amendments as required and validate the return.  If any errors are detected, a 

pop-up box with the error details will be displayed. Correct all errors displayed. 

8. From the file menu select ‘submit’, or click the ‘submit’ icon in the toolbar.  

9. Enter your security details (AUSkey details) and click ‘ok’. 

10. If no errors are detected during the submission you will receive a reference number.  

Keep a note of this reference number. 

11. Click Close. 
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Subsequent submissions made post 14 June 2019  

To register additional persons or make changes to previous registrations after 14 June 2019, 
an ad-hoc BEAR Return will need to be submitted.* 

To obtain an ad-hoc BEAR return, send a request to APRA via email 
(DataAnalytics@apra.gov.au) to allocate an ad-hoc BEAR Return.    

These are the instructions to submit an ad-hoc ARF 550.0 pre-populated form:  

1. Open D2A. 

2. Enter your security details (AUSkey details).  

3. From the Tools menu select ‘return all blank forms’. A pop-up box appears showing the 

progress. Once the refresh is completed, click ‘ok’. 

4. From the file menu, select ‘new’. 

5. Open the ARF 550.0 form. The form will open with all the information that you have 

previously submitted to APRA. 

6. Update the form as required and validate the return. 

7. If any errors are detected, a pop-up box with the error details will be displayed. Correct 

all errors displayed. 

8. From the File menu select ‘submit’, or click the ‘submit’ icon in the toolbar.  

9. Enter your security details (AUSkey details) and click ok. 

10. If no errors are detected during the submission you will receive a reference number.  

Please keep a note of this reference number. 

11. Click Close. 

When the data has been received by APRA, a confirmation email is sent to the email address 
registered to your D2A installation. You can check the registered email address in D2A by 
opening the about window in the help menu.  D2A needs to be re-installed to change this email 
address. 

 

 

 

 

 

 

 

 

 

* Note: As the last day to modify ARF 550.0 submissions is a Friday (14 June) and the ad-

hoc BEAR return will not be available until the following Monday (17 June), APRA will accept 

Baseline returns submitted or resubmitted on the weekend of 15 and 16 June 2019. 
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 Appendix 2    Common BEAR Submission Errors 

 

Error Solution 

BEAR documents emailed to the responsible 
supervision team or the Accountability Regime 
email address. 

All BEAR documents to be submitted via 
SecureDoc. A dedicated team processes 
submissions received via SecureDoc. General 
correspondence such as questions should be 
emailed to your responsible supervisor. 

Documents uploaded to the incorrect SecureDoc 
folder. 

Some ADIs use SecureDoc for other purposes, 
including for sending some information to their 
responsible supervisor. Please use only the 
BEAR folder for BEAR submissions. 

Document file names not adhering to the naming 
conventions provided. 

Using the naming conventions in Appendix 3 
ensures ADIs and APRA can identify relevant 
documents in the future when required. 

Invalid characters contained in file names such 
as /, * # & … etc. 

Follow the naming convention outlined in 
Appendix 3. 

Supporting documents (accountability 
statements, accountability maps, etc.) submitted 
as one single document. 

Each document needs to be submitted as a 
separate file adhering to the naming convention 
outlined in Appendix 3. 

 



 

  Appendix 3     BEAR Document Naming Conventions Guide 

 

 

Document Type Naming convention Example Document Name 

Accountability statement <Document type> <name of entity> 
<name of individual> <effective date> 
 

Accountability Statement ABC Bank Ann Blog 18012019 

Accountability Map <Document type> <name of entity> 
<effective date> 
 

Accountability Map ABC Bank 18012019 

Documents supporting 
Accountable Person 
Registration  
(if needed) 
 

<Document Type> <name of entity> 
<name of individual> <effective date> 

Supporting Document Accountability Statement ABC Bank Ann Blog 
18012019 

Documents supporting 
Accountability maps      
(if needed) 
 

<Document Type> <name of entity> 
<effective date> 

Supporting Document Accountability Map ABC Bank 18012019 

Documents supporting 
Breach Notification   
(if needed) 
 

<Document Type> <name of entity> 
<name of individual> <date of 
notification> 

Supporting Document Breach Notification ABC Bank Jill Blog 20032019 

 

 



 

  Appendix 4 
 

Guide to using SecureDoc and SecureDoc Technical FAQs 

 
Adding and removing staff access to your Entity SecureDoc folder 

Access to view and upload documents in your entities SecureDoc folder is managed by APRA. 

To grant access to a staff member, please email the staff members’ full name, role title, and 
their entity email address to DataAnalytics@apra.gov.au, requesting they be granted access 
to your entities folder. Once APRA adds their address to the entity folder, they will be notified 
by an email. 

To remove access from a staff member, please advise the staff member’s full name and 
entity email address to DataAnalytics@apra.gov.au, and request that they be removed from 
the list of staff with access permission. 
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Accessing SecureDoc 

Step 1 First time User (existing users go to step 2 over the page) 

Once an email address has been granted permission to access the entity folder in SecureDoc, 
the staff member will receive two emails. Only action Email 2: 

Email 1: 

 

 

 

  

 

 

 

 

 

 

 

 

Email 2: (action this email if you are a first time user) 
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1. After selecting the link pictured, you will be prompted to create a password (passwords 

must be a minimum of 12 characters and contain characters from at least 2 of the 

following character sets: lowercase letters, uppercase letters, numbers, symbols). 

 
2. Once your password has been set, SecureDoc can be accessed via 

https://securedocstatic.apra.gov.au. It is recommended regular users save this link. 

Step 2 Existing Users  

1. An APRA staff member will grant you with access to a folder within SecureDoc which 

has been specifically created for your entities BEAR documentation. When this occurs 

you will receive the email below. Click on the ‘click here’ link to begin accessing the 

folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Alternatively, once you receive the email above you can access your BEAR folder by 

logging into SecureDoc via https://securedocstatic.apra.gov.au using your existing 

account log in details. 
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Uploading BEAR documents to APRA via SecureDoc.  

 

1. Log in to your SecureDoc account and navigate to the BEAR folder for your entity. Your 

location in SecureDoc can be identified from the breadcrumb trail. 

 

2. Documents can be uploaded via the Upload button in the SecureDoc toolbar or via drag-

and-drop.   Please ensure documents are named according to the advised naming 

conventions. A copy of the naming conventions is available at the end of this document. 

 
3. Multiple documents can be uploaded simultaneously. 

 
4. APRA will be notified once these documents have been uploaded. They will be removed 

from SecureDoc once actioned. SecureDoc is not to be used as a data storage facility. 
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